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P OFF ICE OF GENERAL SERVICES F,LED

REPORT OF OPERATIONGS R51 URN %e

TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch

SUBJECT: Weekly Report of Operationg for the period ending
4 June 1953

A. Personnel On Duty Vacéncies In Process

Office of Chief 25X1

Recds. Mgt. Section
Rcds. Center Section
Mail Control Section

Wit NV O

1

1. No. on leave three days or more:
Records Mgt. Section- O
Mail Control Section- 2
Records Center Sec.- 1

2. No. on special detail out of office 2 . How long?
Records Mgt. Section- 1
Records Center Section- O
Mail Control Section- 1

3. Where: One Records Analyst to Jacison Commission.
One man in Transportation Division as full time courier,

4. No. pending resignation, transfer and/or reassignment:
Records Management Section-
Records Center -
Mail Control : -15

5. Specific cases on item 4 not in previous reports.

6. New applicants interviewed - . Recruited by Personnel.
Recruited by this office =
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7. Remarkss

25X1- on 4 May,[____ Jof the Mail Gontrol Section vas taken
: ' off of regular courier duty following a visit to the
Medical Division with the complaint af‘ naineg in his back,

Cn Thu:t'sday o8 M lay, » check was made with[ ] of 25X1
: ;  the Medical Division relative to the possibility of placing :
25X1 [ Jon full courfer duty, [ ]stated that 25X1
25X 1 this should bte done and added»that at the time the Medical ,
’ Diviasion examined [ ]baeck, there was a little
25X tréuble evident but that it was not serious.
25X1 : |:|infnm@d [ that hea woulﬁ be as signed to

full courier duty begimming Friday, 29 May. However, he
later applied for and received apnual leave for Frid
29 May and Mondey, 1 June, On Wednebday, 3 June, tl
rog)orted tack to Medical Division complaining of severe
pains in his chest. Folloving' his visit, 2 nurse called '

25X1 of Mail Control Section to inform him that[ | 25X1

I a slight fever and guggested that he remain at home for
25X1 One or two days, [has today Teported back for duty.
’ (5 June )

25X1

B, Administrstion and Problers:

Records Ma.nagrerﬂem Section - On @dmsd&y  June, the Arga
Records Officers from the ID/A exea, the 0ffice of Commmnie

cations and the Office of Training met at[ | The 25X1
Area Reecords Officers were asked to give any comments tneg; »
had asnd to indicate whether or not '#}hf,ra would be any A

ohposition te the rmr Filing Manual land the proposeu notices
on standardization of filing equipmgnt and supplics. No \
oticetions were antieinatnd from the DD/A group, However, i*
appears that thers will be some delay in connection with the |
Monual becdause of nnticipated corments from the Office of
Communicatione and the 0ffice of ”‘;k'aﬁ_ning _

In discussing mutual problems, ih¢ consensus of the group ine \

dicated a need for 0ri*>r113v aetign in the issuance of a ‘

bulletin which would help the Arka Records Officers justify and 1\,

sell their program te the onm"d;ing eople, Accordingly, ve F
are nou working on 2 bulletin *,rrhmh will serve this purpose, |
25X1 |
: I the O0ffice of t"ﬁe CQ ‘‘‘‘‘ troller feels that there | |
~is no thr oi'fice in the Age&’zcx hat can better utilize this S

nrogram, However, she adm H:,»ﬁ that ghe does nobt know just N :

Qew to start and will aorreéiate all the help ue cz:m give her, y

Qﬁ m@m | to work very closely b 25Xt
or can get hwr progran under 3 e AT

Lis i

CONFIBENTIAL o |
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25X1
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In the process of bbiaining "working level coordination” prior

to issuing the proposed Agency File Yanual ,| | 25X1
attended a meeting held by | of the 25X1

Iﬁ;’fmﬁnﬂ Present from the DDI component, in addition

tq were the Area Records Officers from (8T ond CRR

and representatives from the other offices, [ ]ob= 25X1

jected to a couple of subjects in the Manual but agreed to aocm

cept 1t 1f a few changes were made.w| J]of DD/P 25X1

had no major objections to the Manual while the Office of
Commmunications and the Office of Training requested more time
to study it.

Other meetings with individuals indicate that some progress is
reing made in the individual’ofiicels Hecords Management Prow
grar, The Area Records Officer for (RR has combined the files
mf’ the Assistant Director and the Adninistrative Staff and
arrenged them according to the Agenc File Monuel, OBY ig in
process . of r"im'entoryim' vital mater ml\s and listing material
+to he retirod the Reeords Center,

Induestria‘! Register, OCD, requested that 143 réels, ozaphane
copies of the Overseas Project, be re turned from the uepoai‘oory.
A urgent call wes recelved by IR from ‘che Air Force requeste
ing these reels, '

Normally, an ozaphane copy would be run Lm& forvarded to the

requestor, tut at the present time, the ozaphane machine in ;

Tienroduction is not preducing bocause laups are not avails.ble,*

The deelsion to relesse the VM copy was made by [ | . 25X1
Chief IR, Uhen larms are maeived, an ozaphane cony will be

made and itransferred to the : eno*ai’mry.
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Microfilming ’
Inages Filmed - Rotary Camera

Flat-—-bad Caneya,

Reecords Center - (all figures in cubic feet)
Records received for processing

and storage -

Reference to record material
" Records material destroyed

Surplemental Distribution Center

&,

b,

C.

Mail

4,

New material for stock:
Information Reports
‘Intalligenee Reports

Supplemental Distribution:
Information Reports
Intelligence Reports
Notices ‘
Tegulations
Others

Initial Distritutions
blcrt:ices
hégulaticms
,Omrs
Acuﬁtms
Posf; Office Mail
lncoming '
Outgoing
Pos%a.ge expended
Scheculed courier trips

31;@61&1 courier trips

Inter«»ag‘ency mail by courier

Imcming
Ouhgaing

Peraannel ~actionss
Recrultments
Separations

e ‘o totol? ook 4oRl

tvailable
Available but delayed
Not available

100
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1,516

1,110
49

269

170

5,022
10,637

& 989,43
240
52

1,406
2,214

Avamgé Week

~lat 6 Month

21,300
13,000

549
63

229
160

54,
145

3.8
o3

5,150
6,550

¢ 775,00
240

T 770
l 2275
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